
No

Purchase is processed 
by Central Agency on 
behalf of the agency

Develop Bid 
Document Solicit Receive Bids

Evaluate / 
Best and 

Final / 
Presentations

Award
Purchase
Contract

Receive 
Deliverables

Deliverables 
Acceptable?

Record 
Acceptance

Follow 
Contract 
Terms & 

Conditions

Place
Order

Inventory 
Item?

Update 
Inventory

Send Copy
 of Order and/

or Contract
To Fiscal

Available 
from 

Inventory?
Retrieve from 

Inventory

Request
Quotes
(RQ)

Estimated $ Amount
Commodity
Urgency
Agency Authority
Emergency

Allowed for:
Good/Services    <   $3,100
Personal Srvcs    <   $5,000
IT  < $10,000
Others?

Procurement 
Request

Item Delivered 
From Inventory

Master
Contract

Purchase
Contract

Yes

No

Yes

Select
Contract
Vendor

Bid
Quotes

Wait for
Bids

Receive
Bids

Full or Partial 
Delivery

Bids 
Acceptable

?

Order

Bids 
Acceptable

?
Yes

Acceptance

Procurement 
Complete

Inventory

Evaluate
Bids

Valid
Protests?

Announce 
Apparent 

Successful 
Bidder

Apparent
Bidder

Announcement

No

Protest 
Upheld

Procurement Management As Is Process Flow - DRAFT
Identify Need

SOW/Requirements
Budget $ / account coding
Internal Approval
Usage Analysis
RFI
Risk
Urgency

Determine 
Authority

Request

Hold Pre-Bid 
Conference
(Optional)

P-Card
Log

Capital
Asset?

Tag the 
Asset

Direct Buy?

Informal 
Acquisition

?

No

Formal 
Acquisition

?

Yes

Yes

New 
State/
Master 

Contract
?

Award
State/Master 

Contract

State/
Master 

Contract

Note: Any of the following 
procurement types can 
consider pre-approved or 
pre-qualified supplier lists

Yes

Budget
Known Producers
Market Research

Yes

RFP, IFB, etc.

No

Confirm 
funding 

Negotiate contract 
when allowed

Deliverables
Refused/Returned

Acceptance of goods does not 
typically trigger accrual or 
accounts payable

Mandatory
Use?

Better
Deal 

Available
Maybe?

No

Document 
Justification

Emergency
Purchase

Form

Yes
File 

Justification
As Required

Sole 
Source/

Product?
Document 

Justification
Yes Request

Approval Approval
Granted?

Procurement
CanceledNo

No

Yes

Price &
Availability

Only
Criteria? 

Yes

Request
Quotes &

Qualifications
(RQQ)

Required for:
Amounts between  Direct 

Buy maximums and 
Formal minimums)

Allowed for
Smaller amounts
Consider Socio-economic 

goals

Yes

No

Yes

Fiscal may or may not 
encumber order, depending 
on agency policy

Confirm 
funding 

Send
Purchase

Requisition
To Central Agency

Yes

No

No

Procurement 
Complete

Yes

Only if paid
By Purchase 
Card

Wait for
Protest & 

Debrief Period
As Required

Goods may be received centrally or 
directly by Requester, depending on 
agency or division policy
If received centrally, would be an 
additional step to deliver to requester

No

No

No
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Contract
Management

List of pre-
approved 

suppliers by type

Contract
Management

Master Service 
Contracts

Pre qualify suppliers
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